 Webinar Notification Form        

Steps in Webinar Planning: 

1)  Obtain approval from Department Head

2)  Check for room availability.
3)  Complete PO request and route accordingly.
4)  E-mail registration information and PO number to Gay and Miguel     as soon as you receive it. .  Gay will complete the registration  process and notify you and Miguel of any changes that may occur.      

5) Please confirm with gay that she rec’d your email.  
Date_____________________________
Title of Webinar_____________________

Start Time_________________________

End Time_________________________

Location__________________________

Requested by______________________

Date of Registration_________________

Equipment Needed__________________

Room Set-up______________________

Date Rec’d by G. Quinn:_________________ 
